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FPM LETTER NO. 450-1

SUBJECT: REVISIONS IN THE FEDERAL DICENTIVE AWARDS PROGRAE R
: o ' (Revisions effective July 1, 1961)
Heads of Departmenia and Independent Establishments - '

- During the past six years the Federal agencies have, in acoordance
with the intent of the Government Zmployees Incentive Awards Act, mede
substantially increased use of employee suggestion programs, and awards
for superior performance have increased from a nominal amount to g point
vhears 3.4X of Federal employees received such awards in F. Y. 1960. -

There have been impressive measurable benefits from these employee coh-

“trdbutions as well as important intangible benefitas.

With the increased volume of enployee suggestions, management and
supervisory officials have expressed interest in raising the standards
and otherwise improving the suppestion progran to encourase grester
benefits and success in the future.

In line with the Comuission's intereat in seeing the incentive

awards program used effectively and vigorously to improve government

operations, the Commission staff has surveyed the views of Regional
Directors, agency incentive awards officers, management and supervisory
officials of field establ ishments, and the Interagency Advisory Group -
with regard to changes that would increase the value of the suggestion
'-mg‘m. AR . L :

i

ACTION TO STHENGTHEN THE PROGRAM

These surveys have indicated the need for the following four-point

»
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mp'n fo;-'tnngthming the operations of the ng sys
Py L tems

1. AMIGUER STANDARD FOR CASH AWARDS | @
Soction 32.302 "Cash Avards — Tangible Beoertia'snt Secticn 3230

Cesh Awards - Intangible Bensfits™ of the Civil, Servies oe-%.:m Reg- |

ulations hxve been revised to raise the stapdard for granting the minimm .
cash award. The standard is set by specifying in Section 32.302 that the
minimm’ cash sard will be granted for cases with tangible benefits only
vhen the tangible benefits have a value of $50 or more. The standard is
set. for.cases with intangible benefits by specifying in Sestion 32,303
that the minfman cash sward will be granted when the contribution comperes .
favorably with those receiving the minimm cash award for tangible beme-
fits, Within this statement of principle the agencies may develop addi- ‘
tional guide lines that may be useful to them in arriving at decisions ot
the types of cases that are common to their agencies. ol ) -
This minisnm standard assures that cash awards will be used as an
incentive in -those cases where the benefits to the government clearly
excesd the general cost of processing a suggestion. . AR
&n ‘exployes contribution which does not merit a cash award under the
new standard may be recogniszed by a certificats, letter of appreciatiom, . :-
or other means oonsidered appropriate for the circumstances. X o

2.  AN_IMPROVED ‘AWARDS SCALE . _ 7
In recognition of the revisions to Sections 32,302 and 32.303 to estab-

1ish a higher standard for granting cash awards, revisions have also been " ‘(,4

incorporated in these sections to raise the minimm cash award to £15.

In addition, to help in focusing additional employee attention on the.
desirability for suggestions with appreciable tangible benefits, the awards
., scale for tangible benefits has been revised to permit larger awards.

Under the improved scale the award will be 5% of the tangible bemefits up
to the Ievel of $10,000 in benefits. -

‘3. ACTION TO DMPROVE ADMINISTRATION

ii)'ra

LS

The major obj tve of the/ suggestion system is inprovumt in eﬁ‘:l.- o
ciency and of goverrmerit operations. The administration of the sys-
tem should }nr efficient&,m&d simple as is consistent with this cbjective.

In furtherance of tlﬁa objtétive we recommends
-~ That each agency establish in its operating manual a definition

of a suggestion which contains a specific statement to exclude
. the kinds of proposals often received which should be ineligible
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wnder the euggestion program. In gwngral,, ¥, Fectmutid. Weliding

© Ted

@ jroposals which merely call attentipn to the need for fotbine
Lo WOO ‘M I'Qmi.l' mﬂ‘ . ) ; 3 ’ . kS ) \_' .g?“‘:rxatuﬁ -
o proposals to improve working conditicns that the employes ér

ary actlion, and .

© any other [roposals which do not suggest specifically a mesns
- .. for improving the operations of the agenoy or of the | s

= That agencies specify in their instructions that smployee mmoposals

- will not be evaluated through the suggestion system when they do
not meet the agency's definition of a suggestion, or when it 1s

- obvious that the potential benefits of the Froposal, if adopted, :
would not be sufficient to offset the cost of processing it for" /
evaluation. Employee proposals which are excluded from the sug- )
gostion system shculd, of course, receive any attention that is
desirable or necessary through regular administrativé chamels as
an employee relations matter, ' ’

-
£
’

* = That & suggestion not be referred from one agency to another unless

(a) it has been adopted and there is reason for believing it has
potentis) use in the other agency, or
. (b) the originating agency recommends ite adoption by the other
_ agency, or '
- (c) a designated official of the incemtive awards program has made
& specific decision that there appears to be sufficient poten-
tisl merit to warrant referral outside the AZENCY.

-

. [}
[N

; oi* = That use be made of regular administrative channels to obtain an -
L8, evalnation of a suggestion that must go to a higher organisational
v ~ level whenever this will shorten the number of steps in the eval-
1 uation process.

~ That agencies consider the possibility of delegating authority to
the chairman or secretary of the awards committees to approve small
awards (for example $25.00 or less) without prior review by the
whole commitiee. » )

Additional details on these techniques will be provided to the agencies
through incentive awards publications and later be incorporated as sdvisory
material in a supplement to Chapter I~4 of the Federal Personnel Manual.

4+ USE OF PRACTICES THAT FNCOURAGE BETTER SUGGESTIONS

To encourage better suggestions s Wo urge a positive and active program
which ineludes techniques of the following types:

Give assistance to the auployes —

© Supply How-to~do-it pointers or guides to the employee on develop-
ing useful ideas.
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ok nigge ‘- J dﬁhted This technique "hits ™ Oies
problen areas for the employee.
nm."ﬁ %.m-a Gmsfrictive improvement can be amlopﬁ. Secondt,

to foous the suggestion activity on afeas nnagumnt :

y ae most Lmportant.

¢ ‘supervisora to use the program to enlist euployee assist~
_‘ance in improving operations in their own wnits. Give recognition
 to the supervisors who do improve their wmitts Opquﬁm through -
~ 3dean sulxpitted by their staff. :
‘© Use the awards program to dramatize the need for ideas tha‘t “have ; ]
dollar savings. ’
o Use the awards rogram to support management improvement activities
sudh ‘i3 récords managament, conservation of materials, organization

and met&pds Studies, etc,

Further information on these techniques will be provided to the agencies y
through incentive awards publications and later be ingluded as advisory Py
material in a sypplement to Chapter i-4 of the Federal Personnel Manual.

To obtain tha maximum benefit fror. the changes in the Regulations,
agencies should annownce the revisions to employees in conjunction with agency o
adoption of, or renewed emphasis on, a positive program to use the ideas
expressed in this létter to encourage good practical, suggentions and facilim - i
tate effieignt administration. : IR

In view of the poligy set by the Congress through enactment of the
Government Bmployees Incentive Awards Act, and in view of the ever-present
nead ;o reduce costs and improve erric:encv of operations, it im important
that agencies make full use of the incentive awards program to encourage
employees to be cost conscious and improvement minded,
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